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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: Sae Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address FOR RECOADS MANAGEMENT USE 
4pplication Date Department of mansprtatim Appllcatian Number 

86-7Lc Division of Operations 
O f f i c e  of Equiprent Manag-t 

Wcatur, a. 30032 AUG 2 2 1986 I SEP * 1986 
4pplicatior Numbor 3720 LUCM Park Rd. Data Received Date Completed 

2. PerrontoContact Working Title Telephone Number 

3. Action Requested 

Pat Harris senior/secretary Typist 292-5876 - 
a. @ Estaoiisn Retention Schedule; record will mntinue to accumulate. 
b. 13 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Apolication No. Checkone: 0 Chancre; 0 Supercede: 0 Void 

A Dates of Series 
Earliest Latest 

5. Records Series Tile lfoNowed by tide used in office; if diffemnt) 

1940 I Presen t  Motor Vehicle Inventory kcords 
~ 

8. Division and Office Function What is the function of the Division and the Office in which this record series is created? - 
Division of Operat ions provides  s t a f f  support  t o  the Department in the areas of Maintenance, 
U t i l i t i e s ,  T r a f f i c  & Safe ty ,  Equipment Management, P e r m i t s  and Enforcement and 7 d i s t r i c t s  
of the Department of Transpor ta t ion .  

The Off ice  of Equipment Management is re spons ib l e  f o r  equipment purchasing,  r e p a i r i n g ,  
inventory c o n t r o l  and s e l l i n g  o r  cann iba l i z ing  and ope ra t ion  of the state-wide Motor 
Pool. 

I_ 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand ? i r k ,  if  any): 
Attach samples of the file. 

maintaining inventory  c o n t r o l  and maintenance d a t a  on motor v e h i c l e s  
owned by t h e  Department. 

Included are: Inventory Cards (Form 220) f o r  each v e h i c l e  c'ontaining v e h i c l e  d e s c r i p t i o n ;  . 
serial number; DOT inventory  number; purchase d a t e  and p r i c e ;  name of seller;  
r eco rd  of assignment; maintenance chronology; and f i n a l  d i s p o s i t i o n  da ta .  

r 

File isarranged: NunErically by NURkr 

8. Monthlv Reference Rate How often are records referred to which are: 
2 One to six months old 8 * Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older 1' ? - 
- _ I  9. Annual Rste of Accumulation of Remrds 

Letter-size drawers ; Legal-& drawers ; Shelves ;Other (specify) 2 2  C.F. yearlv 
' >  

.' . 
* 

> -  

R--50-71. Rev, 76 : (OW) - 



a. Is this G f t i c t h e O f f i c i a l  the official (spy of the ries? 
copy If no whet i X 

x : ’ .g. Irthe information co @ansP-a ined this r’ k% e mavftWqm% ded are in %vm&dim%s 

11. Retention Roquirements The following requires the wries to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. c. Administrative need 3 years. 
c. federal law years. f. federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Files  are needed for administrative reference u n t i l  a l l  charges against equipment 
are o f f i c i a l l y  closed. 

- 
12 Anwowed Disposition Instructions This agency recommends that the file series be cut otf at thb end of each: 

0 Calendar Year; C3 fiscal Year; m h e r  then, 

0 Hold in the current files area month(s) year(s); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
=Other (specifyJ Pull the card frcan active file once the mtor vehicle is sold or 

cannibalized and place in inactive file ; Qff  inactive file 
at end of each f i s c a l  year; hold in  current f i l es  area 3 years; 
then destroy. 

yearb); then 
yearb); then 

These instructions apply to al l  prior and future accumulations of the series. 

Recommendations in para- 
paph 12 are approved. 
‘If disapproved, attach letter 
,f explanation.) 

Attorney GeneraVDesignee 
R--50-71; R w .  7 6  


